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•  Agricultural. Markatinc  Administration 
.  .  Vvashinrjton,  D.  C, 
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ADMINISTRATOR'S  M5M0RA^roUM  NO..  23 


•Pol icy  and  -Procedure  for  Diversion  and  E.xport  Pro'irams 


•proposals  for  Diver9i"6n'"and  Export  Programs 

All  communications, .  inquiries,  sucgestions,  information  and  recommendations 
received  pertinent  to  the  initiation,  formulation,  or  amendment  of  a  diversion 
or  export  program  shall.be  referred  to  the  appropriate  commodity  branch. 

Responsibility  for  Formulation  and  Administration- of  Diversion  and  Export 
programs 

The,fo;:mulation  and  administration  of  diversion  and  export  programs  are  the 
responsibilities  of  the  various  commodity  branches.    These  responsibilitiiss 
entail  the  preparation  of  all  diversion  and  export  dockets,  the  compilation  of 
economic  data  in  .iustification  of  the  pro;^ram,  limiting  the  ainount  of.  a  com- 
modity or  comm.odities  on  ■'.'/hich  •  benefit  na,yTnents  "'."/■ill  ba  made,  establishing  a' 
naximum  expenditure  for  the  commodity  or  groups  of  commodities  to. thin  .tbs.;.  .:.  . 
iockct,  fixing  the  period  of  the  docket,  maximura  benefit  payments,  grades. -a nd^ 
specifications,  defining  export  area  or  diversipn  uses,"accepting. 'notification 
or  proof  of  export  or  diversion,  and  makin;.';  all  other  necessary  provisions  for 
administjering  the  program. 

It  is  the-. responsibility  of  the  commodity  branci,i  to  notify  all  of  the  branches 
or  divisions  concerned  of , any  contemplated  div«?rsion.  or  export  programs,  and 
to  -i^2quest  the  assistance  of  such  branches  and  divisions  in  the  formulation  of 
the  program.    The  other  branches  shall  furnish  any  assistance  or  information 
necessary  to  the  commodity  branches  in  the  formulation  of  the  program. 

Preparation  of  t)ocuments  Roquirod  -.for  Diyorsion  and  Export  Programs 

All  docalrients  pr ".pared  in  conncotion  with  thj  progr^am  shall  carry  tho  assigned 
pgogram  nur;.ber^in  tho  upper  right-hand  cornor  of '  the;  first  pag?  of  each  document. 
This  number  ^vill  be  assigned  by  the  Docket  Clerk.  \  ~ 

The  memoranda  and  other  documents  which  must  be  included 'in  the  program  docket 
by  the  commodity  branch  recommending  the  program^  9h?ll  be  prepared  in  the 
ftDllowing  maaner:  - 

1.    Meraorandi-im  of  the  Administrator  (original  and  two  white  copies).    This  memcM 
T^addH    will  be  addressed  to  the  Secretary  from  the  Administrator,  and  shall  be 
for  -the  signature  of  the  Administrator.     It  is  required  in  connection  with  all 


•  2  - 

dockets  and  shall  include  a  description  of  the  proi^am,  a  statoinent  of  its 
objectives,  economic  data  and  justification  for  the  establishment  of  the  pro- 
gram. .This  memorand\un  shall  be  limited  to  approxinately  two  pages,  g,nd  any 
additional  •economic  data  which  are  essential  shall  bo  contained  in  a  statement 
appended  to  the  memorandum. 

2.    Memorandum  of  the  Secretary  (when  involved;  original,  one  salmon  copy,  and 
four  white  copies)*    This  memorandum  shall  be  addressed  to  the  Administrator 
for  the  signature  of  tho  Secretary,  and  shall  be  prepared  in  those  a^nstances  in 
which  the  Administration  is  authorized  and  directed  to  enter  into  cft)ntracts  for 
the  diversion  or  export  of  a  commodity  under  specified  conditions.    It  shall  in- 
clude in  clear  and  concise  term.s  the  direction  to  the  Administrator  to  enter  into 
diversion  or  export  contracts  and  to  specify  the  conditions  and  circumstances 
under  which  such  action  should  be  taken.    This  memorandum  shall  also  set  forth 
the  limits  of  the  authority  conveyed,'    Provision  shall  bo  made  for  the  Solicitor  te 
signature  of  approval  on  the  Memorandum  of  the  Secretary.    In  the  event  that  the 
Solicitor  desires  to  comment  on  or  disapprove  of  the  docket,  the  Solicitor  will, 
of  course,  prepare  a  separate  memof^ndum  to  the  Secretary* 

3..  Agreement  with  Cooperating  Agency  (when  involved  and  if  agroemont  is  to  be 
sighed  by  the  Secretary  rather  thiin  by  an  agent  or  representative  of  the  Secre^ 
tary]  three  copies  executed  by  the  cooperating  agency  or  concern,  one  salmon 
copy,  and  five  white  unexecuted  ^opies).    This  document  shall  be  in  the  form,  of 
a  contract  between  the  Secretai^"and  the  cooperating  agency  or  organization, 
covering  the  respective  obligations  of  the  parties  in  connection  with  the  progrank 
The  commodity  branch  shall  secure  execution  of  the  jigr cement  by  the  cooperating 
agency  or  organization,  in  trijiilicate,  prior  to  its  inclusion  in  the  docket. 
In  addition  to  the  executed  agl'eement,  there  should  be  sccored  for  inclusion  in 
the  docket  evidence  sufficient  to  establish  the  authority  of  the  individual 
signing  to  execute  the  agreem^nt  on  behalf  of  the  agency  or  organization. 
(Original  and  two  white  copi(^'s  of  each  document^) 

h*    Offer  or  Announcement  (v/hen  involved,  and  if  offer  or  announcement  is  to  be 
signed  by  the  Secretary  rather  than  by  an  authorized  agent  or  representative  of 
the  Secretary  or  the  Admini$trator;  original,  one  salr^.on  copy  and  five  white 
copies) ,    This  document  shall  be  prepared  for  the  signature  ;)f  tho  Secretary  and 
shall  be  entitled  either  "Offer  of  the  Secretary"  or  "Announcement  by  the  Secre- 
tary," whichever  is  appropriate.     It  shall  be  included  in  the  docket  whenever 
the  Secretary  offers  to  make  certain  specified  pajTnents,   -^r  to  pay  at  certain 
rates,  to  any  concern  or  individual  c'snplying  with  the  requirements  set  forth 
in  the  offer,  .  ,  . 

5",    Designation  of  Secretary's  Agent  (when  involved;  original,  one  salmon  copy 
and  five  white  copies.    An'  adm.inistrativo  authority  nur'ber  (assigned  by  the" 
docket  clerk)  shall  appear  on  the  document,  even  ^sfith  the  right-hand  rargin, 
one  inch  below  the  headingji.    This  document  shall  be  prepared  for  the  signature 
of  the  Secretary,  shall  be  entitled  "Designation  of  Agent  in  connection  with 

the   Program,"  and  -shall  be  included  in  the  docket  whenever 

the  program  requires  that  a  number  of  various  actions  be  taken  in  the  name  of 
the  Secretary*    It  shall  designate  the  Administrator  as  agent  of  tho  Secretary, 
and  authorize  the  Administrator  to  designate  one  or  r>ore  individuals  as  agents 
to  perform  the  necessary  actions.    These  agents  shall  be  known  as  Agents  or 


Representatives  of  the  Secretary.    This  d  icuinont  shall  also  carefully  specify 
and  delimit  the  authority  of  the  AP:t.nts  or  R jprosentativos  of  the  Secretary, 
and  if  such  agents  or  representatives  are  to  exercise  discretionary  authority, 
it  shall  set  forth  the  standards  or  fornulao  which  nust  be  appli-ed-  by  then. 
It  is  desirable  that  alternates  for  these  agonts  :.r  representativ;©?  be  named. 

Assembling  Diversion  and  Export.  ■Dockets  .  ■ 

An  original  and  five  folders  (if  a  "Printf;^'s"  folder  iB_  involved)  shall  be 
prepared,      th.e, 'apprppriate  c'ommodity  branch •  ■  .  .  ,  ■ 

1.  Three  folders  (designated  respectively  "Secretary's  Files'*,  "Admin.istratvor" 
and  ",'iolicitor")  shall  contain  one  copy  of  each  of  the  following:"  (exceptions 
indicated)  ,  .  ,     .         {  . 

Memorandum  of  the  Secretary  ■; 
Agreement  with  the  Cooperating  Agency)  ''^c^t  ■ -.-l  ^■ 

Offer  or  Announcerent  )    when  involved 

Designation  of-  the  Secretary's  Agent  )       '  •   .'  •  • 

_^  (one  additional  copy  in  "Adninis-  "      '  '*    .  " -•' 

^   tratnr's"  folder)  :    v;  ■ 

Memorandum  of  the  Administratc^r -(nit  TncliMcd  in  "Administrator's"    ~  • "  ' 
folder) 

~  *        (-0    All  originals  sh'all  be-in  the  "Secretary '-s.  Files" 

folder,  and  the  follom.ng  additional  copies  shall  -  • 

be  clipped  in  the  back:  '  - 

"  One  white  copy  of  the  Meriorandun  of  the  Adniniatrator     ,;  • 
(narked  "Budget  and  F-Lnancc") 
One  white  copy  of  the  Menorandujii  of  -the  Adninistrator  : 

(marked  "to  be  initialexl") 
Two  executed  copies  of  the  Agreement  xwlth'^the  Cooperating. 
Agency.  ..  ■ 

.     .  The  salmon  copy  of. the  following:     -  .. 

Moporandur-i  of  the  .Secretary 
Offer  or  Announce^-'ent 

Designation  of 'Secretary • s  Agent      ~  -     .  • 

Agreenent  with  the  C"->'?peratj.ng  Agency 

2.  Two  folders  (designated  respectivd^y  "Budget  and  Accounting",  and  "Audit") 
shall  contain  one  copy  of  each  of  the  f. oil owing: 

•  Memorandum  of  the  Secretary  ... 
-  Agreement  with  Cooperating  Agency) 

Offer  or  Announceircnt  )  when  inv..ilved  . 

Designation  or  Secretary's  Agent  ) 

3.  If  an  Offer,  iuinounoerent,  or  Form(s)  developed  in  connection  with  the  program 
is  .  involved,  one  folder  (designated  "Printer's")  shall  contain  .one  white  legible 
copy  of  each  of  the  following: 
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Offer  or  Announcement 
Fonn(s) 

Duplicating  Bequisition 
Routing  and  Clearance  of  Diversion  and  Export  Dockets 

1.  When  assem'bled,  all  Diversion  .=>nd  Export  dockets  shrill  be  sent  by  messenger 
to  the  Docket  Clerk,  rho  shall  clear  them  through  the  following  offices  in  the 
following  order: 

Associate  Administrator 

Administrator 

Solicitor 

2.  After  approval  by  the  Office  of  the  Solicitor,  tha.t  bffice  '-ill' append  the 
Secretary's  Finding,  and  send  the  dockets  to  the  Permanent  iiecords  Unit  of  the 
Administrative  Services  Division.     When  the  Solicitor  finds  it  necessary  to 
write  an  opinion,  this  ^-ill  also  be  included  in  the  docket  and  sent  to  the  Per- 
manent Records  Unit. 

When  the  dockets  are  received  in  the  Permanent  Records  Unit,  the  necessary  dis- 
tribution among  the  folders  of  the  additional  documents  furnished  by  the  Solicitor 
shall  be  made,  and  the  dockets  forwarded  by  messenger  to  the  Secret-^ry's  Files. 
The  Permanent  Records  Unit  sha.ll  imiriediately  notify  the  >.fe.T*ketlng  Reports  Divi- 
sion by  telephone  that  the  dockets  have  been  dispatched  to  the  Secretary's  Files. 

Disposition  of  Diversion  and  Export  Dockets 

1.  The  Secretary's  Files  vrin  notify  the  Permnent  Records  Unit  as  soon  as 
dockets  have  been  signed  by  the  Secretary.     The  Permanent  Records  Unit  shall  im- 
mediately notify  by  telephone  the  originating  branch,   the  Audit,  Budget  and  AccouJit* 
ing,  and  liferketing  Reports  Divisions,  the  Duplicating  Section,  and  Docket  Clerk. 

2.  On  receipt  of  the  signed  dockets,  the  Permanent  Records  Unit  "'ill  distribute 
the  folders  to  the  offices  indicated  thereon  and  obtain  the  necessary  photostatic 
copies  of  all  original  documents  signed  by  the  Secretary  for  tne  Audit  Division 
and  Budget  and  Accounting  Division.    Phostostatic  copies  of  original  documents 
addressed  to.  the  Secretary  wjH  aJ.so  be  obtained  by  tiie  Perss^nent  Records  Unit 
for  its  files. 

3.  Originals  of  documents  addressed  to  the  Secretary  shall  be  returned  to  the 
Secretary's  Files;  those  signed  by  the  Secretary  sha.ll  be  retained  in  the  Perma- 
nent Records  files. 

4.  If  an  Agreement  with  a  cooperating  agency  or  concern  3s  involved,  the  Perma- 
nent Records  Unit  sha.ll  assign  a  contract  number  from  its  register  to  the  original 
and  copies  of  the  Agreement;   sha,ll  send  the  executed  original  to  the  Audit  Divi- 
sion for  transmittal  to  the  General  Accounting  Office,  and  one  executed  copy  to 
the  originating  Branch  for  transmittal  to  the  cooperating  agency  or  concern  in- 
volved; the  remaining  executed  copy  of  the  Agreement  ^ill  be  retained  in  the  Per- 
manent Records  files. 
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Documents  executed  by  Designated  Agents  or  'Roprcsentatives  of  the  Administrator 
in  Connection  with  Diversion    and  Export  Progrt^ins 

%     All  documents  signed  by  designated  a^^cnts  or  representatives  of  the  Adiriinistrator 
v/hich    obligate  the  Administration  to  pay  indemnities  upon  performance  by  another 

y     party,  whether  these  documents  be  in  the  form  of  agreements,  application  for 
allotments,  or  othenvise,  shall  be  executed  by  such  agents  in  quadruplicate. 
The  executed  original  and  one  copy  shall  bo  sent  directly  to  the  Audit  Division, 
and  one  copy  to  the  other  party  to  the  contract.    The-  remaining  executed  copy 
shall  be  retained  by  the  Agent  or  Representative,     The  Budget  and  Accounting 
Division  will  receive  from  the  Audit  Division  the  originals  of  such  docuiri'^jnts 
before  they  arc  sent  to  the  General  Accounting  Office  by  the  Audit  Division, 

All  documents  signed  by  desi;^nated  age^fts  or  represents. tiv.^s  of  the  A'iministra- 
tor  in  connection  v/ith  extension  of  time  for  fulfillment  of  contract  provisions, 
filing  of  claims,  etc.,  shall  be  c-xecuted  by  such  agent  or  representative  in 
triplicate  with  three  unexecuted  copies,  and  forwarded  to  the  Permanent  Records 
Unit,    The  Permanent  Records  Unit  s'jio.ll  send  t\';o  certified  copies  and  one  photo- 
static copy  of  the  original  to  the  Audit  Division;  an  executed  copy  to  the  appro- 
priate branch  for  transmittal  to  the  other  party  to  the  contract,  and  a  copy  to 
the  Budget  and  Accounting  Division^    The  original  and  one  copy  will  be  retained 
in  P3rmanent  Records  files. 

Program  Authorizations 

Prior  to  the  initiation  of  any  diversion  or  exnort  agreement  pursuant  to  an 
approvc-d  diversion  or  export  progr£i;ai,  the  comnodity  branch  shall  prepare  axi 
authorization  for  the  approval  of  the  Budget  Section  of  the  Budget  and  Accounting 
Division  on  tho  tasis  of  availability  of  funds.     The  total  amoiant  of  the  authori- 
sation shall  be  eased  upon  a  conservative  and  realistic  estimate  of  tho  activity 
actually  anticipated  under  the  program  and  iiot  necessarily  upon  tho  maximum  ex- 
penditure authorized  in  the  docket.     This  faithorization  shall  bo  prepared  in 
original  and  four  copies.     The  Budget  and  Accounting  Division  shall  retain  a 
cppy  9^  "tho  approved  authorization  and  return  the  origins.  1  and  remaining  copies 
to  the  Per-Tiancnt  Records  Unit,     The  Permanent  Records  Unit  shall  transmit  a  copy 
to  the  commodity  branch  concerned,  a  copy  to  the  Audit  Division,  and  retain  the 
original  and  one  copy  for  its  files. 

The  Budget  Section  shall  prepare  an  advice  of  allotmt^nt  to  the  cominodity  branch 
based  on  tho  amount  shovm  in  the  authorization.     The  Buclgot  and  ^^xccc  mting  Divi- 
sion shall  render  to  the  cormodity  branches  a  monthly  report  on  diversion  and 
export    programs,  showing  obligations  incurred,  outsta.nding  coriimitinents,  and  tho 
balance  of  allotments  available,  in  order  that  funds  will  be  allocated  for  each 
program  in  accordance  with  anticipated  expenditures. 

Hcpcrts  to  the  Administrator 

A  weekly  report  to  the  itdministr^-tor  sht.ll  bo  made  by  the  appropriate  commodity 
branch,  shaving  in  tabulated  form  tho  quantity  of  the  commodity  or  co;n.'noditios  on 
which  the  Administration  has  agreed  to  pay  benefits  or  indemnities  for  diversion 
or  export,  the  names  and  locations  of  the  agencies  or  concerns  to  •■hicli  payments 
will  bo  made,  the  amount  of  the  inde;?jnity  or  benefit  piiymcnt  per  unit  of  tho  com- 
modity, and  the    ■fujimulative  total  of  the  quantities  diverted  or  exported  and  pay- 
ments made,    Copios  of  this  report  shiall  be  sent  to  the  Associatcy  Administrator 
and  the  Marketing  Reports  Division, 
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,  Ad/nini  s'trja  tor, 
\ 


